PERFORMANCE AND DISCIPLINE

Chapter 10

Chapter Overview

I ntroduction The objective of this chapter isto provide aconcise, user friendly job aid for
completing administrative remarks, recording medals and awards, reporting
completion of NJP or courtsmartia proceedings, reporting unauthorized absence
or deserter status and reporting return from unauthorized absence or deserter
datus. This chapter provides checklist, guides, and information required to

complete these tasks.
In this chapter
Section Description See Page
A Performance 10-A-1
B Discipline 10-B-1
Performance and Discipline 10-1

(reverse blank)



Section A
PERFORMANCE

Section Overview

Introduction

This section will help you to locate the policies and procedures for completing an

adminigrative remark entry, guide you through the procedures for reporting medals
and awards, and aid you in completing and reviewing an Enlisted Performance

Evauation Form (EPEF).
In this section
Topic See Page
Adminigrative Remarks 10-A-2
Reporting Medas and Awards 10-A-3
How to Complete Enlisted Performance Evauation Forms 10-A-4
Adminigrative Review of the Enlisted Performance Evduation
Form 10-A-10
Performance and Discipline CH-3

10-A-1




Section A
PERFORMANCE

Administrative Remarks (CG-3307)

I ntroduction The CG-3307 provides a means of recording miscellaneous entries, which are not
recorded esawhere in a Personnd Data Record (PDR). Administrative Remarks
entries are made, to document counsdling, or to record any other information
required by current directives, or consdered to be of historica vaue.

Reference COMDTINST 1000.14 (series), Preparation and Submission of Adminigtrative
Remarks (CG-3307)

Policiesand The policies and procedures governing the use and preparation of the
procedures CG-3307 can be found in COMDTINST 1000.14 (series), Preparation and
Submisson of Adminigrative Remarks (CG-3307), which should befiled as

Enclosure (6) to this manudl.
Example The only CG-3307 entries authorized are those listed in Enclosure (1) to
entries COMDTINST 1000.14 (series), Preparation and Submission of Adminigtrative

Remarks (CG-3307).

10-A-2 CH-3 Performance and Discipline



Section A
PERFORMANCE

Reporting Medals and Awards

Introduction

Reporting
awards

Processing
Good Conduct
Awards

All medas and awards that have been presented to the member must be reported
to the PERSRU for entry into PMISJUMPS.

When a member receives amedd or award, forward a copy of the certificate or
other documentation to the PERSRU.

Process table for active duty and reserve Good Conduct Awards.

Stage Who doesit What happens

1 PERSRU Forwards alist to the unit of members who are
eligible for avards between the 15th of the
current month to the 14th of the next month

2 Unit/PERSRU Prepares Good Conduct Award Certificate for

(See note) the unit commanding officer’ s Sgnature

3 Unit Forwards a copy of the signed award certificate
or documentation to the PERSRU

4 PERSRU Completes PMI1S/JUMPS transactions

Note: If unit has no adminidrative support attached, the PERSRU will complete
the Good Conduct Award Certificate and forward to the unit.

Performance and Discipline

CH-3
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Section A
PERFORMANCE

How to Complete Enlisted Performance Evaluation Forms

Purpose The objective of this section isto provide a concise, user friendly job aid for
completing Enlisted Performance Evauation Forms (EPEF).

- Thisisnot aguide for actudly evauaing a member.

- Refer to Chapter 10-B of the Coast Guard Personnel Manual (COMDTINST
M1000.6 (series)), if you need information about the Enlisted Performance

Evduation Sysem.
Process This s the process used for submission of Enlisted Performance Eva uation Forms.
Stage | Who doesit What Happens
1 |HRSIC Mails bar code labels and rosters to PERSRUS two
(ADV) months prior to period ending date
2 |PERSRU Mails |abels and rosters to units serviced.
- Contacts HRSIC (ADV) for missing bar code labdls
3 | Unit Affixes labelsto correct EPEF.

- Notifies PERSRU of any labels not received.

- Ensures member signs EPEF within 21 days after period
ending date

- Mails completed EPEF to HRSIC (ADV) within 30
days after period ending date

Continued on next page

10-A-4

CH-3 Performance and Discipline



Section A
PERFORMANCE

How to Complete Enlisted Performance Evaluation Forms,
Continued

Befpre you A properly completed EPEF is required for optical scanning by HRSIC.
begin - Incorrect forms will be sent back to the unit for corrections.

Keep these important rulesin mind while completing EPEFs.

- Use apen or pencil

- Do not usered ink

- Darken the ovas completdly, asin this example:

RIGHT MARIK WEONG MARRKS
s N By R

- Do not make any stray marks on the form
- Do not cut or separate the pages of the form
- Do not bend, fold or staple the form

Continued on next page
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Section A
PERFORMANCE

How to Complete Enlisted Performance Evaluation Forms
Continued

Completing the  Follow these steps and examples to complete the EPEF.

EPEF Note: If you have any questions after reading these directions, please contact
HRSIC (ADV) at 913-357-3400 (Use area code 785 after 20 Jul 97) for
assistance, before attempting to complete the form.

Step Action
1 Determine the reason for the evauation.
2 If the reason for the evaluation is for semi-annual or annual affix the provided labd in

accordance with this example.

. Do not darken the ovalsin blocks 1-5.

| feeemizs speciied in ha O Persenns! Manusgl :
'7332:‘5&'%%530'-’:‘35‘_'- [1.] RATE, FIRST NAME, L&ST NAE: UIMIT FUAME: -—
| COMPLETE BLOCKS 1:5. =
2. SOCIALSECURITY # |4 REASON | i,
o e e e REGLLAR; CHOOEE ONLY | =
Ll s L0 L] | oosemeammumiennun | OHEREASCH | I
TTToTDO DT | =
- - - 'mam ] = IS lalata) SFECIMS Reviaw sealicn 10-0 SOMOTIMET | i -
Notice the orientation et oo M IGUD.S (seiies) fo deformine | =
. DED DOE : when required: | | -
of the label. It reads ; mEoaE oD & CIDBCIPUMARY (M2 COURT MARTLAL, | " | -
from bottom to top ; == CECETDOC SI L CONACTION) & remocenoiNg |
: ) . — i A ACVANCEMENT (DAY PRIOR IO — - o
:’J":{‘;:g rr:]air:;bt?):/vsards = g ﬁi £ ACAANCEMENT INFRICR RATE) T . =
vy | = Lo o CHANGE IN RATE H e ==
the left edge of the R —— : dEi] =
A = | L o] m ] e
g = e o REDUCTION (CHHER THAN DISCIPUNARY) |
page. o = : i)
e —— Y PAYGRADE (S TRAMSFER e =
R 3 TADBADITEMAS 97 LS O MORE @ | -
Do not put the label e B TE-& R |
: T —— 2 FRGBATEONSFECIAL CONDUCT | I
on with the name et i . ; @ | =
\ g | o | -
facing towards the S OE-4 e i et ||
. . =), | —— = =, TAREADTTER AL LESS THAN 72 Db, | =t |
right side of the form. e m— TR AT S s =
Thisisincorrect and 8F ==X T —
. HOT MARK [N THIZ ARES| —
the form will not be ZH - HE "EENE "HE “. el | Eeleolalels 208346 =
scanned. PREVIILE EQITION 15 QUFOLETE 5 75500 -GFA-RED | =

Continued on next page
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Section A
PERFORMANCE

How to
Continued

Complete Enlisted Performance Evaluation Forms,

Completing the

EPEF (cont'd)
Step Action
3 If the reason for the evduation is not semi-annua or annud but advancement, transfer,
etc.
- Do not utilizethe bar code labd!.
- Please darken the correct ovalsin blocks 1-5
Block Enter
1 Print members full name'rate and unit
2 Enter members SSN and darken the corresponding ovas
3 Enter correct pay grade and darken the corresponding ovas
4 Enter the correct reason code for the evaluation
5 Enter the correct period ending date and darken the corresponding
ovds
'fsgf?ncxggﬁgnl'ﬁi" mm LASTNAME. =Rl kumTT;:m ;
il LR TT3 JoHN NEVERLAND  CGC UNDERWAY |
4. REASON |
| REGULAR: | CHOOSE OMLY

> e AL ey | OTIE FERSON |

&:'ECL“.LE Rewlew saelicn 10-B CORMDIMET
MADOGG (seias) 1o determing
whan raquired;

O CHETIRLEYARY (MR, SOURT RARTIAL,
ML SONVICTION

= PCAARCERMENT (Do PRICE TO

EAR CODE
LABEL AREA

B

FERICD ENDING

T ADMANTEMEMT IM FRIOR RATE)
(I CHAMGE ™ RATE

! WO DRy ELRR

(2 REQLUCTION [OTHER THAN DESZIPUMAY

(Eriiiies Katel 3 PAYERADE A TRANIRER
;;'-_';,'?;?,;95} e {5 TACYEADT TERAS 5% DS DR MORE
~E-&

®E-d

Z PRZRATICMNSFECIAL CONDUCT
2 BWE

— TACHSADT TER AL LESS THAR & s,
= Qi ABT

FLEASE Dl:l NOT MAHK L THIE AREAI

N HDCEEE RN WE 2083&?

PREVIOUS ECOTN 15 BASILETE SN FEADDLGFIGEI W

Continued on next page

Performance and Discipline CH-3 10-A-7




Section A
PERFORMANCE

How to Complete Enlisted Performance Evaluation Forms,
Continued

Completing the
EPEF (cont'd)

Step Action
4 Darken the ovasthat properly evauate the member.

- One mark per field. Multiple marks cause the form to reject.

- The supervisor and marking officid should use a pencil and enter amark inthe ovd,
which can be erased if necessary.

- The Approving officid agrees/disagrees and darkens the appropriate ova.
5 All marks of

-1

. 2

-7

- or unsatisfactory in Conduct

M ust have page 7's (CG-3307, Administrative Remarks) placed inside the EPEF.

Note: Do not steple the page 7 to the form
6 Darken the correct Conduct oval.

ComMDLCT - LMEATIEFACTONE o SATIEFACTONY -
e Sades bo wivin dhis marabar, thiouagn Falied someet rririmruemn s honadcics o evdenced iy BIP, Mo bR, OM, or il comdotion: and ¢

A i B win 2 ik oo E A i i, i, = S and pramatod oo
patsnrel Lererdor, cortcemed o ndeg, Cht o chdl condeion; e beought dicsadil fo the Coost suppedted mespect for s, apudaliors, aod e end
raguictions, ol il ieny Hiondaids. on and | T O avidenood by odeona O6-3307 enines - nilhery Shemooe o o ensod Ty R0 aced g DE-3537
ol dute, | cwzing Gnorciol  isedponsbiliy,  nenosugpat of  enlies

| degandenls, or alzonadingiZenl: o [olzd lo confaimiin
| viigr ond millare e, regalasinns and slaraands.

R Pk AT ATIF ] B L rd SA L dreiT

- A mark of unsatisfactory requires an Adverse Administrative Remarks page 7.

Continued on next page
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Section A
PERFORMANCE

How to Complete Enlisted Performance Evaluation Forms,
Continued

Completing the
EPEF (cont' d)

Step Action

7 The supervisor, marking officid and gpproving officid must darken in one ova for a mark
of not recommended or recommended. The Progressing oval has been discontinued as
per ALDIST 189/98.

(O Not recommended

SUPERVISOR. S Progressing

O Recommended
@) Ee::[li_gnrrg?{\ée Callicanions
i=k

MARKING O Not recommended

: O Progressing
OFFICIAL: ORecommended

APPROVING O Not recommended

; OProgressing
APl ORecommended

- All members marked not recommended will not receive a SWE.
- All evauations completed in the spring are for the November SWE cycle.
- Evauations completed in the fal are for the May SWE cycle.
- Resarvigts are evaluated one time per year in May for the October SWE cycle.

8 The EPEF must have four sgnatures for processing.

1. Thesupervisor

2. Making officd

3. Approving officid

4. Member

Reminder: Do not usered ink! The Progressing and Performance Qudification blocks
are not used, as per ALDIST 189/98.

B o RERVEOR O Progressng | DOCUMENTARION FOR SUPPORT OF EACH MARK OF 1, & 7, & (REATISIRGIOR CONDUCT AND TERMINATION OF GO0D
. © fscommandea | COMDUCT EIGIBILTY
L T sl iumhn i Gubs
- MARING D“‘y "“‘- GrnIE e || CERTIFY SHAT | HAVT l“-‘-"-WlF‘ “5 MEMBER AGAIMIT THE WRITTEM PERFORKABCE STAMDARDE AMD H&VE PROVDED WESTEN
[l CFRCIA, O Prograssng CHOC UM ENTATSC FOR SUPPGRT OF LACH MAR OF | 3 7 OF URSATISFACTORY COMDACT AND TERMINATION OF GOSO0
| L CiRacommendad  |'CONDUCT ELIGIBITY
o = it o R b Hgrates BuwBok  Cos
- - ot pecommended | O Concur

A M -
L 0‘;}?5’;“:1 e I:_“_}H:gw.vrg D0 et CONGLE, Chaniges moos
L 'y ¥ Racommenciad O Coumeeling /OG- 3307 Documenhofion for 1. 7, ang 7's requined Sgpztuw
L Oy Counseiing negpined (Soaciy Qs
. = Binfa Do
SAEMBET: | ACKNOWLEDSE KAVING BEEN COUNSELED 0N AND HAVE RESTEWED My ENLSTED PESFOSMANCE IVALUATION FORM FOE THS PEBSOD | BAVE BEEM BRIEFED TR AND
- FULLY UNEH BSTAND THE RGHNIFCAKCE THAT THE ARSIGHED MARKE HAVE O MY G000 COMBUCT ELCRLITY | uNGESSTaND THAT | AT 18 CALEMDUAE DAYS IN WHICH
L 10 SUBMIT & MARKS APPIAL | (DO (D WOT) REGAEST & CORY OF MY EVALLATION. | HAVE BEEM BREFED Ol AKD FULLY UMDERSTAND THE ACTIN TAKEN OM MY
[ ] ADVARCENENT POIENTIAL. (2 ao P chining 15 Pl iSiahs i e nend sspane wics ssoorminon,
|

Continued on next page

Performance and Discipline CH-3 10-A-9




Section A
PERFORMANCE

Administrative Review of the EPEF

Introduction

Reasonsthe
EPEF rejects

Everyone involved in the enlisted evauation process has arespongbility to ensure
the form is properly completed.

- Anaudit of the form will ensure the form scans properly the first time.
Remember the critical nature of the EPEF demands that members, Commands,

PERSRUSs, and processing points adhere gtrictly to these guiddines to provide the
best service to the member being evauated.

Listed below are severd reasons the EPEF will be regjected by the optical scanner.
Pay specid attention to these areas during your review of each form.

- Wrong period ending date/wrong evaluation reason -- Bar code labdl is used for
transfer, advancement or other reason code.

- Too many marksin fied -- Occurs when the rating chain properly changesa
factor mark but failsto erase the origina mark completely.

- Nomarksin field -- When abar code label is not used, dl corresponding ovas
must be darkened. One oval per factor must be darkened.

- Need supporting CG-3307.

- Pay grade does not match -- The unit marks the member for semi annua
evauation when in fact the member advanced a an earlier date.

- No dgnature -- The supervisor, marking officid and gpproving officid must sgn
the form.

- Missng evauee sgnature -- Sdf-explanatory. The member’s Sgnatureis
mandatory. If the member will be unavailable a the end of the marking period,
ensure enough lead-time in EPEF preparation to obtain the sgnature by mal if
necessary. This guidance applies to the evaluaion of Reserve personnd in

particular.

Continued on next page
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Section A
PERFORMANCE

Administrative Review, Continued

Unit Any form that isimproperly completed will be returned to the unit for correction.
Responsibility
Note: If the member has transferred; it is the unit’s respongbility to forward the
EPEF to the new Command.

If you need Any questions concerning the Enlisted Evauation Form should be referred to

more HRSIC (ADV) at 785-357-3400 or e-mail to ADV.
information or

assistance

Performance and Discipline CH-3 10-A-11



Section B
DISCIPLINE

Section Overview

I ntroduction This section will guide you through the procedures following NJP or courtsmartia
proceedings, reporting amember UA or a deserter, and reporting a member who
has returned after being absent or declared a deserter.

In this section

Topic See Page
Nonjudicia Punishment (NJP) Checklist 10-B-2
Courts-Martia Checklist 10-B-3
Unauthorized Absence 10-B-4
Desertion 10-B-7
Reporting Return of Absentee or Deserter 10-B-10
Reporting Civil Arrest or Conviction 10-B-13

Performance and Discipline CH-5 10-B-1



Section B
DISCIPLINE

Nonjudicial Punishment (NJP) Checklist

I ntroduction This checklist has been provided asajob ad to asss the unit/PERSRU in
completing al necessary tasks required after NJP proceedings. Thisjob aid is
designed to be reproduced locally.

Reference Military Justice Manua, Article 1-F-3, Personnel Record Entries

NJP checklist  Follow these procedures after NJP proceedings.

Step | Action Reference Date

1 | Forward to the PERSRU the CG-4910 and the MIM
Acknowledgment of Rights Acceptance of NJP

2 | Complete specia performance evaluation and required CG- | 10-B-2

3307 entries and forward to HRSIC (ADV) PERSMAN
Note: Copy of the CG-3307s must be sent to the PG-7 Ingtruction
PERSRU.

3 | Fleacopy of CG-4910 and Acknowledgment of Rights 1-F-3
Acceptance of NJP in the unit punishment book, replace with| MJIM
origind when returned from the PERSRU

4 |Initiate report to COMDT (W-KS-5). Refer to Section 2-T | 2-T
of the Personnel Security Program, COMDTINST PERSEC
M5520.12 for detailed information.

10-B-2 CH-5 Performance and Discipline



Section B
DISCIPLINE

Courts-Martial Checklists

Introduction

These checkligts have been provided as ajob ad to asss the unit/PERSRU in

completing al necessary tasks required after a courts-martial. Thisjob ad is

designed to be reproduced locally.

Reference Military Justice Manud,

Summary

Section 5-G, Courts-Martid Action and Review
Section 5-E, Suspension of Sentence

courtsmartial  courts-martial where the member was found guilty.

Follow these procedures after the convening authority has acted on a summary

Step | Action Reference Date
1 Forward to the PERSRU MIM
- Copy of DD-Form 2329
- Acknowledgment of Rights
- Copy of Supplementary Promulgating Order
2 Complete special performance evaluation and required CG-3307 entries | 10-B-2
and forward to HRSIC (ADV) PERSMAN
Note: Copy of the CG-3307s must be sent to the PERSRU. PG-7 Instruction
3 Initiate report to COMDT (W-KS-5). Refer to Section 2-T of the 2-T, PERSEC
Personnel Security Program, COMDTINST M5520.12 for detailed
information.
Special or Follow these procedures after the convening authority has acted on a pecid or
general courts- genera courtsmartial.
martial
Step | Action Reference Date
1 Forward copy of promulgating order to PERSRU MIM
2 Notify PERSRU of member’ s fine repayment intentions (if fineimposed) | MIM
3 Complete special performance evaluation and required CG-3307 entries | 10-B-2
and forward to HRSIC (ADV) PERSMAN
Note: Copy of the CG-3307s must be sent to the PERSRU. PG-7 Instruction
4 Initiate report to COMDT (W-KS-5). Refer to Section 2-T of the 2-T
Personnel Security Program, COMDTINST M5520.12 for detailed PERSEC
information.
Performance and Discipline CH-5 10-B-3



Section B
DISCIPLINE

Unauthorized Absence

Introduction This has been provided as ajob aid in determining the procedures when a member
isin an unauthorized absence (UA) datus.

References COMDTINST M1000.6 (series), CG Personnel Manual
Article 8-C-1, Unauthorized Absence of Officers
Article 8-C-2, Unauthorized Absence of Enlisted Personnel

UA for less When amember has been UA for less than 24 hours, the unit is respongble for
than 24 hours  jnitiating any and dl disciplinary action.

UA for over 24 Use thistable when amember fails to report and is placed in unauthorized abosence
hours status.

When member | Thenthe... |Doesthis...
Falstoreportin | Unit Contacts unit from which trandferred to determine if orders were
PCS amended or canceled
Notifies PERSRU
Failsto report TAD unit Notifies permanent unit
TAD to unit or
enters UA while
TAD
Permanent Notifies PERSRU that maintains PDR
unit
Failsto report Unit Notifies PERSRU

Note: If member isan officer dso notify CGPC (opm).

Continued on next page
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Section B
DISCIPLINE

Unauthorized Absence, Continued

UA for 10days When the member has been UA or 10 days, notify the next of kin by letter as
follows

| regret the necessity of informing you that your (son/daughter/other relationship
as appropriate), (insert full name and rate), who enlisted in the Coast Guard on
(date of enlistment) and was attached to this unit has been on unauthorized
absence since (date). Should you know the whereabouts of your
(son/daughter/other relationship), | suggest that you urge your (son/daughter/other
relationship) to surrender to the nearest Coast Guard or other military activity
immediately since the gravity of the military offense increases with each day of
absence. Should your (son/daughter/other relationship) remain absent for 30
days, your (son/daughter/other relationship) will be declared a deserter, and a
federal warrant will be issued. Additionally, information concerning the
unauthorized absence will be provided to the National Crime Information Center.
This information will be available to all law enforcement agencies throughout the
country.

For member in paygrade E-4 (less than 4 years service) or more junior, with
dependents add the following paragraph in letters to the dependents.

If your (appropriate relationship) remains in an unauthorized absence status for
more than 29 days, you may be entitled to Basic Allowance for Housing (BAH),
not to exceed 2 months. To be eligible for BAH you must not be assigned to
Government Quarters, and can not be residing with the member. Your request for
BAH must be submitted within 3 months of the date that your (appropriate
relationship)’'s absence commenced. Please include a statement indicating that
you are not residing with your (appropriate relationship).

Submit your request to:

COMMANDING OFFICER (MAS)

COAST GUARD HUMAN RESOURCES SERVICE & INFORMATION CENTER
444 S. E. QUINCY STREET

TOPEKA KS 66683-3591

If you have any questions, contact (local unit) for assistance.
- If the member is E-4 (less than 4 years service) or more junior and dependents
are residing with aguardian, send a separate | etter to the guardian.

Continued on next page
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Section B
DISCIPLINE

Unauthorized Absence, Continued

UA at timeof  Follow these procedures when amember is UA & time of saling.
sailing

Step | Action

1 | Complete the following CG-3307 entry (P& D-5)
Missed sailing of this vessel from (place of sailing) on (date) on route to
(destination). Member had knowledge of the time movement was scheduled.
Note: Make anotation on the saling li.
2 | If the vessd deploysfor 10 or more days:

- Adminigratively transfer the absentee TAD to the nearest PERSRU
ashore

. Complete a CG-3307 (P& D-5) showing unit transferred to and
disposition of records and persond effects

- Forward origina CG-3307 immediately to CGPC (adm-3), copy to
PERSRU and unit file

3 | Inventory absentee’ s persond effects and coordinate with the

Trangportation Officer for shipment of absentee’ s persond effects

Note: Shipment will be charged againgt the member’s pay.

4 | If member is absent while the vessdl isin aforeign port, report absence to
the nearest US consulate. Include ingtructions for disposition of the
absentee if apprehended.

10-B-6 CH-5 Performance and Discipline



Section B
DISCIPLINE

Desertion

Introduction

Reference

Procedurefor
declaring a
member a
deserter

This has been provided to assst you through the procedures for declaring a
member to be a deserter.

COMDTINST M1000.6 (series), CG Personnel Manua

Article 8-A-2b, Deserter
Article 8-A-7, Disposition of Personnd Effects of Absentees or Deserters

Use this procedure when declaring a member to be a deserter.

Step

Action

Issue DD Form 553 normally the 31st day of absence.

- You may declare the member a deserter before the 31t days when the
member’ s intentions are known.

Note: In cases where amember was declared a deserter early, issue DD
Form 553 on the day member was declared a deserter.

Send original DD Form 553 to CGPC (adm-3)
Digtribute signed copies of DD Form 553 to:

- Member's PERSRU

- Digtrict Commander (0) of the digtrict that the member is absent from
- Didirict Commander (o) of the didtrict of the absentee’s home of record
- Commandant (G-O) if home of record is within 30 miles of the Didrict

of Columbia

. Recruiting office nearest to the home of record
- Next of kin via certified mail, return receipt requested, deliver to

addressee only

- Mayor (or chief of police) of the home of record and of any town to
which the absentee may have proceeded

Continued on next page
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Section B
DISCIPLINE

Desertion, Continued

Procedurefor
declaring a
member a
deserter
(continued)

Step

Action

oOopmpc s ———3>500N

- Commanding Officer of the Coast Guard unit and the Armed Forces
Police establishment nearest the home of record and any areathe
absentee may have proceeded to

- Inthe case of an dien bdieved to bein aforeign country:

DEPARTMENT OF STATE
ATTN VISA OFFICER-SCA/VO
STATE ANNEX NO 2,
WASHINGTON DC 20520

. Inthe case of an U.S. citizen believed to be in aforeign country:

DEPARTMENT OF STATE
PASSPORT OFFICE/PTLS
1425 K STREET NW
WASHINGTON DC 20524

w

Forward PDR’ s to the PERSRU within 2 days

AN

Inventory and transfer deserter’s persona effects

If member is mentally irresponsible a the time of aosence from a hospitd,
inform CGPC (epm), via chain-of-command, by |letter

Continued on next page
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Section B
DISCIPLINE

Desertion, Continued

Procedurefor
declaring a
member a
deserter
(continued)

Step | Action
6 | Notify next of kin by letter with the following:

| regret the necessity of informing you that your (son/daughter/other
relationship as appropriate) (full name and rate), who enlisted in the Coast
Guard at (place of enlistment) on (date of enlistment), and was attached
to this unit, has been on unauthorized absence since (date) and is being
declared a deserter from the U. S. Coast Guard effective (date). Should
you know the whereabouts of your (son/daughter/other relationship), |
suggest that you urge your (son/daughter/other relationship) to surrender
to the nearest U. S. Coast Guard activity immediately since the gravity of
this offense increases with each day of absence. If you have been issued
a Uniformed Services Identification and Privilege Card (DD-1173), the
privileges of this card are no longer available to you due to desertion of
your (son/daughter/other relationship). You should return this card to the
nearest U. S. Coast Guard unit.

Performance and Discipline CH-5 10-B-9



Section B
DISCIPLINE

Reporting Return of Absentee or Deserter

Introduction

Reference

Delivery by
civil authorities

This has been provided to assst you through the procedure for reporting the return
of an absentee or deserter.

COMDTINST M1000.6 (series), CG Personnd Manual, Article 8-kA-3, Return
of Absentee or Deserter

Follow these procedures when reporting the return of absentee/deserter.

Step | Action

1 | Before accepting ddlivery by civil authorities ensure:

- that no crimina charges are pending

- if charges are pending, forward afull report to CGPC (egpm/opm)

- take no action pending receipt of indructions

2 | If cvil charges are made after custody has been accepted, the provisons
of the Manud for Courts-Martia apply.

3 | Givecivil authorities no assurance that an absentee or deserter will be
tried by military court for violations of Federa or State laws, or that any

individua will be retained in or discharged from the service.

Adequate Before accepting delivery of an absentee or deserter ensure your unit is considered
facilities for an adequate facility. To be considered an adequate facility for retention of
retention absentees or deserters, the facility must meet these requirements:

- Shore unit - must be equd to or exceed those of a Coast Guard station.

- Afloat unit - must be equa to or exceed those of a WLM class cutter.

Note: If your unit does not meet these requirements, you should request ingtruction

from digtrict commander (0).
Continued on next page
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Sec

tion B

DISCIPLINE

Reporting Return of Absentee or Deserter, Continued

Removal of If the member has been declared a deserter, prepare and distribute the CG-2842
absentee to each addressee who was previoudy sent aDD Form 553.

wanted notice

Reporting Notify the proper authority as shown in the reporting return table.
Noatification will contain:
- Name and SSN of the member
. Date, hour, and circumstances of return

- Summary of any pending civil charges
Information regarding the date and hour of aasence may be obtained from the
absentee only after compliance with Article 31(b) of the Uniform Code of Military

return

Justice.
Reporting Notify the proper authority as shown in the table below.
return table
Whenreturnisto |Andunitis Then report to
Unit fromwhich Digtrict commander,
absent Info: CGPC (epm) or CGPC (opm)
Unit other than from | under the operationd Section or group commander by telephone or other
which absent control of asection or rapid means Section or group will take action

group

according to the Uniform Code of Military Justice

Unit in same digtrict

not under the operationa

control of a section or
group

Digtrict commander,
Info:  CGPC (epm), or CGPC (opm)
Unit from which absent

Unit outside didtrict

not under the operationa

control of a section or
group

Didtrict commander from which absent,

Info. CGPC (epm) or CGPC (opm)
Unit from which absent

Note: If absentee was apprehended or delivered
(vs surrendered), report return to CGPC
(epm) or CGPC (opm)

Info: Locd district commander
Unit from which abosent

Continued on next page
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Section B
DISCIPLINE

Reporting Return of Absentee or Deserter, Continued

District
responsibility

Absentee or
deserter from

other branch of

When notified of the return of an absentee or desearter, the district commander for
the homeport/permanent duty station from which the member is aosent will:

- Direct the return of an absentee or deserter to aunit in the didrict for disciplinary
action

- Request assgnment ingtruction from CGPC (gpm) or CGPC (opm) if the
member has been temporarily assgned to a unit other than the unit from which the
member is absent for disciplinary action

- Coordinate with HRSIC (DC) for checkage of the member’s pay account for
travel costs

Follow these procedures for reporting the return of an absentee or deserter from
another branch of the U. S. Armed Forces.

the Armed Step | Action
Forces 1 | Immediately notify the commanding officer of the parent organization by
message and request ingructions
2 | Included the following asinfo addressees as appropriate:
. CGPC (epm) or CGPC (opm)
. Adjutant Generd, Department of the Army
- Chief of Naval Personnd
- Air Adjutant General, Department of the Air Force
- Commandant, Marine Corps
3 | Prepare agatement in triplicate that includes the following:
- Time date and place taken into CG custody
- Circumstances of return (whether surrendered, delivered, or
apprehended)
- Name and address of person or agency effecting apprehension or ddivery
4 | Provide an origind and one copy of the statement to the representative of
the agency taking custody of the member
10-B-12 CH-5 Performance and Discipline



Section B
DISCIPLINE

Reporting Civil Arrest or Conviction

I ntroduction The arrest or conviction of a Coast Guard member (active or reserve) by civil
authorities must be reported in accordance with the following references.
Reference . COMDTINST M1000.6 (series), CG Personnel Manud, Section 8-B, Civil
arrest and conviction
. COMDTINST M5520.12 (series), CG Personnel Security Program, Paragraph
2-T
- COMDTINST M7220.29 (series), CG Pay Manud, Paragraphs 2-C-4,
2-C-5, and 2-C-6
Process Thisis the process used when reporting civil arrest or conviction. Complete details
Overview and procedures can be found in the appropriate references.
Stage | Whodoesit | When What happens References
1 |Unit Uponlearning of |- Notifies cognizant Security Officer | 8-B
amember'sarrest| (For units below the Group leve this | PERSMAN
or detention by will be the Group Security Officer).
cvil authorities
- Notifies servicing PERSRU if the
member is not entitled to service 2-C-4
credit while in the custody of civil PAYMAN
authorities.
2 | Security Upon natification | - Completes a Personnel Security 2-T
Officer of member's Action Request (CG-5588) (The PERSEC
arrest formisavaladlein the“Forms

Menu” program).

- Sends completed CG-5588 to
COMDT (W-KS-5).

- Sends copies of the report to:
CGPC (epm) or (opm) and
(adm-3).
Continued on next page
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Section B
DISCIPLINE

Reporting Civil Arrest or Conviction, Continued

Process Thisisthe process used when reporting civil arrest or conviction. Complete details
Overview, and procedures can be found in the appropriate references, continued.
Continued
Stage | Who doesit | When What happens References
2 Security Upon natification |- Sendsacopy of the report to the 2-T
CONT'D | Officer of member's district or area security officer (if not | PERSEC
arrest collocated).
3 | PESRU/ISC | Upon natification |- Completes a“Begin Corfinement” | 2-C-4
of member’s Transactionin SDA 1. PAYMAN
arrest and
detention beyond | - Upon the member’ s return to duty,
the normal completes a“Return from
expiration of Confinement” Transaction”.
authorized leave
or liberty
4 | Security Within 60 daysof | - Submits an interim report to 2-T
Officer the date the COMDT (W-KS-5) using form PERSEC
incident occurred |  CG-5588.
and every 60
days until find - Sends a copy of the report to the
digpostion of the | didtrict or areasecurity officer (if not
caseisknown collocated), CGPC (epm) or (opm)
and (adm-3).
5 | Security Upon natification |- SubmitsaFinal report to COMDT | 2-T
Officer of thefind (W-KS-5), using form CG-5588. | PERSEC
dispostion of the
case - Sends a copy of the report to the
digtrict or area security officer (if not
collocated), CGPC (epm) or (opm)
and (adm-3).
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